
HEALTH DRUG DENTAL TRAVEL

My GMS Broker Portal Guide
Everything you need to navigate the portal—made simple.
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My GMS Portal

How do I access my portal?



Accessing your portal (1/5)

As a registered broker with GMS, you will receive a broker activation email in your inbox. 

1. Open the email titled ‘Set your password’ received from 

‘info@gms.ca’ and click the blue Activate My Account 

button.
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Accessing your portal (2/5)

2. You will be redirected to your browser. Enter your 

registered broker Email Address.

3. Click the ‘Send Verification Code’ button
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Accessing your portal (3/5)

4. You will receive a verification code on your email 

5. Enter the code in the field provided

6. Click the ‘Verify Code’ button

Note: If you do not receive the code within a few minutes, 

check your spam mail. If you do not see the code, click the, 

‘Send new code’ button to regenerate it.
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Accessing your portal (4/5)

7. Enter and confirm the New Password you want to 

create

8. Enter you Given Name and Surname in the 

respective fields

9. Click the Create button 7
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Accessing your portal (5/5)

You will be logged in to your Home page and can view your dashboard. 

Profile 

Information

Quick Link Tiles

Policies

Clients 

Proposals

Support Links

Product Guides

FAQs

Contact Us

Menu

Home

Proposals

Policies

Clients

Commissions

Resources

Documents and 

Forms

External links 

Legacy Portal 

Learning Center

News and 

Announcements
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My GMS Portal

How do sell my client a policy?



Selling a policy (1/7)

To sell a policy you need to navigate to the Proposals page within your portal.

1. To navigate to the Policy page, 

click View on the Proposals tile on 

the dashboard or click Proposals 

on the menu bar

1
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Selling a policy (2/7)

2. On the proposals page, you will 

view a list all proposals created. 

Click the blue link button on the top 

ribbon to start a proposal for a client
2
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Selling a policy (3/7)

3. You will be redirected to client 

page. If you are selling a policy to 

an existing client, you can search, 

filter and select the client 

accordingly from the list displayed

4. To sell a policy to a new client click 

the ‘Create Individual Client’ 

button

Note: You can directly start the sales 

process from this step by navigating to 

the Client page.
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Selling a policy (4/7)

5. Enter all Basic Information of the client including 

their Contact Details.

6. Toggle on if your client wants to receive email 

marketing from GMS

7. Click the ‘Create’ button

5
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Selling a policy (5/7)

8. The newly created client will 

appear at the top of the clients 

list. Click the client to open the 

client details page.
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Selling a policy (6/7)

9. On the client’s page the products 

are available on the top ribbon. 

Click the ‘Create’ button. 9
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Selling a policy (7/7)

9. A proposal is initiated. On the 

proposal page under the Offer 

tile click ‘Generate’ to generate a 

BuyFlow link

10. Click ‘Generate Password’

11. A password is generated, Click 

‘Confirm’.

12. A link is generated. Click ‘Open 

Link’ to enter the BuyFlow

10
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BuyFlow Sections

You will be redirected to the BuyFlow which will reflect your Broker information at the top of the page. 

The BuyFlow has six parts as follows:

1. Choose Coverage

(Coverage and Tier Choices)

2. Personal Information

3. Coordination of benefits

(Other active health 

insurance plan details)

4. Health Information

(Pre-existing conditions and 

declarations)

5. Plan Summary

6. Payment
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Section 1: Choose Coverage

In this section you must fill in some basic of your client. All fields are mandatory; fields will be pre-populated from client information.

1. Enter the first name of your client

2. Enter the client email address

3. Enter the client’s province of residence.

(My Health is not available to residents of Québec, Nunavut, and New Brunswick. You will not 

be able to sell to clients from these provinces/territory)

4. Select ‘Yes’ if member and all dependents have provincial coverage.

(My Health cannot be sold to anyone without provincial coverage. Selecting ‘No’ would lead to a 

message redirecting to explore our VTC product)

5. Select ‘Yes’ if you are covered under the Canadian Dental Care Plan, otherwise ‘No’.

(Those covered under the Canadian Dental Care Plan will not be offered our dental coverage. 

Selecting ‘Yes’ eliminates the Dental Tier selections at the bottom of the page.)

6. Enter the date when your client wants the policy to come into effect.

7. Enter the number of members that your client wants include in the policy. The number would 

include the primary policy holder and any dependants (Maximum dependants is 16. if 17 or more 

is selected a message to consider our Group Product would pop-up.) 

8. Add the age of the primary applicant and dependants (Will allow age between 18-99 years, 

dependants can be below 18)
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Section 1: Choose Coverage (Contd.)

Your client must select the Tiers of the My Heath plan that they would like to opt for. 

9. Select the Health Coverage Tier as required.

10. Select the Drug Coverage Tier as required.

Note: You can hover over the tooltip icon wherever 

present to get a short description
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Section 1: Choose Coverage (Contd.)

Your client must select the Tiers of the My Heath plan that they would like to opt for. 

11. Select the Dental Coverage Tier as required.

Note: This section will not appear if you have selected ‘Yes’ to having a Canadian Dental Care Plan.

11
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Section 1: Choose Coverage (Contd.)

Your client must select the Tiers of the My Heath plan additional coverage options that they would like to opt for. 

12. Select the number of Extra Travel Days if required.

13. Select the Hospital Cash option if required.

Note: These are completely optional add-ons and 

are not part of the embedded product. You can 

move forward without selecting any.
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Section 1: Choose Coverage (Contd.)

The banner at the bottom of the page is a dynamic quote calculator that revises the monthly premium estimate based on 

Tiers and options selected.

14. You can share a quote with your client at any stage of the BuyFlow if they need time to consider 

their options and decide. To email a quote click ‘Email Quote’ on the footer

15. Verify your client’s email and Click Email Quote on the pop-up window. You will receive a cc by 

default.

16. A confirmation message will appear. You can notify your client that they will receive an email 

which will contain a Resume Quote link. They will have to click the link, enter their email address 

to get a verification code. They can enter the code to continue their quote and purchase the plan.

17. To continue with the purchase, click Next on the banner.
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Quote Resumption by Client

1 2 3 4 5

Client enter their email address 

and click Send Verification code

Your Client clicks Resume Your 

Quote on the email received

Client receives verification code 

through an email

Client enters the verification code 

and clicks Verify & Resume 

Quote

Client is navigated back to the 

saved BuyFlow page to resume 

and continue the purchase

A link once generated for a quote is valid for 30 days after which it will display a message that says the link has expired and to complete a new quote.

If multiple quotes are generated the last saved information will be populated.Table of contents



Section 2: Personal Information

Once you click Next, a pop-up window appears regarding collection and storage of personal information. Review this with your client and 

click ‘I agree on behalf of my client’ to continue
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Section 2: Personal Information

In this section your client as a policyholder will have to provide their personal and contact information 

1

2

3

4

1. Enter your clients First Name, Last Name, Date of  Birth 

and Sex. (First Name and Date of Birth will be prepopulated 

from Section 1)

2. Select ‘Yes’ if  anyone covered under the policy recently 

lost coverage or will lose coverage under an employee 

health benefits plan. Otherwise, select ‘No’

3. If you selected ‘Yes’ then you will have to fill the Insurance 

Company Name, Policy Number, Date Benefits Ended 

and Previous Dental Coverage Limit. (This helps in 

determining waiting periods for certain benefits. If you 

selected ‘No’ then this section will not appear.)

4. Enter your client's primary phone number. If it is a mobile 

number check the box that says, ‘This is a mobile 

number’. The email address will be prepopulated

5. There are two check boxes to acknowledge that the email 

address is accurate and agreement to receive GMS 

updates through email. Check the required boxes. Only 

verifying the email is mandatory

6. Enter your client's full address. (If you change the Province 

here it will affect your premium estimate) 

7. Click Next to move forward

5
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Section 3: Dependent Information

In this section your client will have to provide their dependent(s) information. This section will only appear if number insured > 1. 

1. Enter the dependents First Name and Last Name

2. The Date of Birth will be pre-populated from Section 1

3. Select the Sex from the drop-down menu

4. Select the Relationship from the drop-down menu as 

either ‘Spouse’ or ‘Child’

5. Click Next to either move to the next section or the next 

dependant

6. Fill in the same details for additional dependants for fields 

that are not pre-populated

7. If the Relationship to the policyholder is selected as ‘Child’ 

and the age entered is over 21, the Overage Dependent 

Status appears. Select Student or Special Needs from the 

drop-down accordingly

8. Note: You can add or delete dependants at this stage if 

your client has changed their mind. On the dependant page 

there will be a       sign, if clicked the dependent is deleted 

and you will be routed to the previous dependent or 

policyholder accordingly. To add more dependents, click the       

icon and fill in the details.
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Section 4: Coordination of Benefits

In this section the client will have to declare any additional health insurance policies they may hold

1. Select ‘Yes’ if your client or dependents are covered by any other 

insurance policy. Otherwise click ‘No’ and ‘Next’ to proceed.

2. If you select ‘Yes’, Insurance Company 1 section with fields open. 

Select the primary holder of that coverage from the dropdown. 

3. Select the Insurance Company from the drop-down list, the type 

of coverage ‘Individual’ or ‘Group’, and who all are covered 

under that plan. Select one name, multiple names, or ‘All 

Individuals’ accordingly.

4. Check all the benefit categories covered under that plan.

5. Enter the policy number, certificate number and start date.

6. Select ‘Yes’ if your client’s policy is going to end soon and enter 

the date. Otherwise select ‘No’.

7. If your client or their dependents have coverage through more 

than one provider. Click the    sign and fill in the same fields for 

another section that will pop-up

8. Once done adding all insurers click Next to move to the next 

section.
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Section 5: Health Information

This section contains the medical questionnaires for declaration of any pre-condition that your clients may have.

 

➢ Ensure that they are read clearly as this is important for determining eligibility and risk rating

➢ Any misrepresentation may result in denial of claims at a later stage

1

2

3

4

Health Conditions: 

1. Select all the Health conditions applicable to the primary 

policyholder and dependents.

2. For each condition you will have to select members applicable to 

and fill in the relevant dynamic fields that pop-up and click Next. In 

the example shown Diabetes is only applicable to the policyholder.

3. If none of the health conditions are applicable select ‘None of the 

Above’ and members it applies to. In this example it is only 

applicable for the dependents.

Health Practitioner

4. If any policy member has visited a chiropractor, physiotherapist, or 

massage therapist in the past two years click ‘Yes’ and select the 

member. Otherwise select ‘No’
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Section 5: Health Information (Contd.)

This section contains the medical questionnaires for declaration of any pre-condition that your clients may have. 

➢ Ensure that they are read clearly as this is important for 

determining eligibility and risk rating

➢ Any misrepresentation may result in denial of claims at a later 

stage

Awaiting Health Results:

5. Select ‘Yes’ if any policy member is waiting for hospitalization, 

surgery, or medical tests/examinations. Otherwise, select ‘No’

6. If you answered Yes select the member(s) for who it is 

applicable and fill in the condition details and click Next.

7. Select ‘Yes’ if any member on the policy has been hospitalized 

more than two times in the past two years and check the 

members who have. Otherwise, select ‘No’.

Prescription Drugs:

8. Select ‘Yes’ if any policy member has been prescribed or taken 

medication for any medical condition (including those listed in 

the first question) or for precautionary/preventative reasons in 

the past two years.

9. Select the members and add the medication details including  

the DIN number and click Save. To add multiple drugs, click   

the         icon and fill in the details

10.Click Next to proceed to the next section
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Section 6: Plan Summary

The Plan Summary provides an overall look of your application based on the data filled in the previous section.

• Use the Edit button against any section to go back 

and edit details

• The Payment Details recalibrates the premium 

amount and provides an estimate based on the 

medical questions answered. There is also a note 

that additional review maybe required.

• Once reviewed and confirmed all details with the 

client, click Submit to proceed towards payment.
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Section 7: Payment

Note: If all answers on the Health Information 

section were marked as ‘No’ auto-adjudication 

would navigate you to the payment section 

without the need for manual underwriting or 

review.

There are also certain conditions if selected may 

not require underwriting and will auto-

adjudicate as the system is setup to trigger 

manual underwriting based on a scoring 

system.

If manual underwriting is required, you will 

receive this message, and your client will 

receive an email stating the application is under 

review.
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Section 7: Plan Summary

Post underwriting the revised plan summary can be viewed.

Any change in premium amounts will be 

reflects based on risk loading factors added 

by underwriting

Any benefit group rejections will also be 

reflected

If you are completing the payment on behalf 

of your client, review the revised information 

and click Submit.

Table of contents

Note: Post underwriting your client will 

receive an email with a link to complete 

their payment. You will be on cc. 

Encourage your client to complete their 

payment using the link. If they need 

assistance, you can continue on their 

behalf by opening the link from the 

Proposal page on your broker portal.



Section 7: Payment (Application Declaration)

An application Declaration appears; read it to your client and verify that they have understood the terms by checking the I agree button to 

acknowledge.
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Section 7: Payment (Contd.)

Your client can select Annual or Monthly payment. 

Scenario 1: Client selects annual payment

➢ Enter your clients Claim Deposit Information 

including the Transit Number, Institution ID and 

Account number 

➢ Select I agree to the Annual Payment Terms

➢ Acknowledge by checking the Broker Declaration

➢ Select the First Payment Method as Credit Card 

➢ Click Pay Now
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Section 7: Payment (Contd.)

Scenario 2: Client selects Monthly 

payment through Credit Card

➢ Enter your clients Claim Deposit 

Information including the Transit 

Number, Institution ID and Account 

number 

➢ Select I agree to the Monthly Payment 

Terms

➢ Acknowledge by checking the Broker 

Declaration

➢ Select the First Payment Method as 

Credit Card 

➢ Click Pay Now
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Section 7: Payment (Contd.)

Scenario 3: Client selects Monthly payment 

through Bank Account (PAD)

➢ Enter your clients Monthly Payment 

Information including the Transit Number, 

Institution ID and Account number 

➢ If the Monthly payment and Claims Deposit 

Information are the same select ‘Yes’. If 

answered ‘No’ the Claims Deposit 

Information must be completed separately.

➢ Select I agree to the Monthly Payment Term

➢ Acknowledge by checking the Broker 

Declaration

➢ Select the First Payment Method as Credit 

Card

➢ Click Pay Now
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Section 7: Payment (Contd.)

A secure link opens to pay the Annual or First Month’s premium. Enter your clients credit card details and click Checkout.

If the payment is successful a Welcome message appears and the confirmation can be downloaded. 
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Client Confirmation 

Upon completion of payment, the policy will be issued, and your client will receive three emails with the Payment Confirmation, a 

welcome email with the benefit booklet and link to set the password to their new My GMS portal.
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Broker Portal

The proposal will reflect as closed on the broker portal.
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My GMS Portal

Where do I view my client's 
information?



Viewing Client Information

Navigate to the Clients Page to view the full list of your clients.

1. Click Clients from the side 

menu list. Alternately, you alco 

click ‘View’ on the Clients tile 

on your Home page dashboard.

1
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Viewing Client Information

Navigate to the Clients Page to view the full list of your clients.

2. Search for your client by Name 

or ID in the search bar

3. Click on the required client 

whose details you want to view

3
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Viewing Client Information

All your client details will be visible

4. Any active policy will be 

displayed on the right-hand side. 

Click the blue policy number to 

view policy details

5. Click the Edit to update client 

information

4
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Edit Client Information

6. On the Edit Individual Client 

page, make the necessary 

updates and click Save 

Changes

6
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My GMS Portal

Where do I view my client’s 
policy details?



Viewing Policy Information

Navigate to the Policies page to view the full list of your client policies

1. Click Policies from the side 

menu list. Alternately, you alco 

click ‘View’ on the Policies tile 

on your Home page dashboard.

1
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Viewing Policy Information

Navigate to the Policies page to view the full list of your client policies

2. Search for a policy by number or 

client name in the search bar

3. You can also filter based on 

Status, Start date, End date or 

Payment status

4. Click on the required policy 

whose details you want to view

Note: Alternatively, you can also 

access a client’s policy through 

their client details page

4
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Policy Details: Overview

Upon clicking a Policy, the details show up

4. On the Overview tab, you will 

be able to view the basic Policy 

and Policyholder information

5. Policy wording can be found 

under the Documents section

4 5
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Edit Client Information

6. Scrolling down on the overview 

tab you will be able to view 

Premium details and the 

Schedule of benefits

7. Click View Product Benefits to 

view the schedule of benefits 

based on your client's selection 

on a separate pop-up window

6
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Policy Details (Insured Members)

Upon clicking a Policy, the details show up

8. The Insured tab shows a list of 

dependants on the policy both 

current and past
8
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Policy Details (Billing and Collections) 

Upon clicking a Policy, the details show up

9. The Billing and Collections tab 

shows the client’s billing 

information

9
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Policy Details (Billing and Collections) 

Upon clicking a Policy, the details show up

10. Click the Billing Plan tab to 

view installments

11. The Finance Documents 

sections provides details of 

invoices raised and refunds sent 

to your client 

10
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My GMS Portal

Where do I view my 
Commissions?



Viewing Commissions

Commissions will be visible only if you have been granted access depending on your role within the brokerage structure. 

1. To navigate to the Commissions 

page, click Commissions 

Proposals on the menu bar.

1
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Viewing Commissions

2. You will be able to view 

your last and next 

commission payout dates 

and amount

3. The full list can be viewed 

below. Click Statement to 

download your monthly 

statements
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My GMS Portal

How do I access my legacy 
portal?



Accessing your My GMS legacy portal?

Starting May 6, 2026, only My Health will be available on your new portal. All other products including TravelStar, VTC, 

Replacement Health and the existing Personal Health clients will be on the legacy portal, until we transition all products.

To help you navigate 

between the portals a 

link to the Legacy 

portal will be available 

on your home page 

dashboard under 

External Links. 

Click the link to be 

redirected to your 

legacy portal log in.
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My GMS Portal

How do I access the Learning 
Center?



Accessing the GMS Learning Center?

To navigate to the GMS Learning Center and earn CE credits through our online courses click the Learning Center link under External 

Links on your homepage dashboard to be redirected to the Learning Center Login page.
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My GMS Portal

Where do I view my profile 
details?



Viewing Your Profile

To view your profile information, you must navigate to My Account

1. Click your initials on the top 

right of the screen

2. Click My Profile from the drop-

down

1
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Viewing Your Profile

Navigate to My Account

3. The Overview tab will contain all 

your broker details. You can also 

find the name of your Reginal 

Sales Director on the right.

3
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Viewing Your Profile

Navigate to My Account

4. Scroll down to see your 

banking and payment details

4
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My GMS Portal

How do I contact my RSD?



Contact your RSD

Navigate to Contact Us

1. To reach out to your RSD 

click Send Email in the 

Contact Us till on your home 

page dashboard.

1
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Contact your RSD

Navigate to Contact Us

2. A Contact Form will show up. Enter your 

phone number (not mandatory but 

encouraged) and Select the Type of 

Enquiry as Contact Regional Sales 

Director

3. Enter your question/query in the 

Message box and upload any supporting 

documents as required.

4. Click Submit.  You will receive a 

confirmation message and  email. Your 

RSD will reach out at their earliest 

available time.

1
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My GMS Portal

How do I change my password?



Updating your password

1. Click your initials on the top 

right of the screen

2. Click Change Password from 

the drop-down

1
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Updating your password

1 2 3 4

Enter the verification code 

received on your email and 

click Verify Code

Enter your registered email 

address and click Send 

Verification code

Click Continue Enter and confirm your new 

password. Click Continue 

to reset.
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If you have any questions reach out to your RSD 

or 

email us at ‘agentadmin@gms.ca’
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